How to Setup Your Email with the Outlook App (from the App Store)

How to Set up your Exchange Account (see images)
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Tap the Outlook App Icon

Tap Skip if your Apple ID or another email address is shown
Enter your email address and tap “Add Account”.

Enter your password and tap “Sign in”

Tap “Maybe Later”

Tap “Skip” to the Focused Inbox tutorial

Switch between Mail, Calendar, Files, People

How to show contacts (see images)
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Tap the “Menu” button
a. Its only visible while in Mail or Calendar
Tap "Settings"

10. Tap your Office 365 account
11. Tap the toggle switch to "Save Contacts to Device"
12. Save to My iPhone

How to turn off the Focused Inbox and Organize by Thread features (see images)
13. Tap the “Menu” button

a. lts only visible while in Mail or Calendar

14. Tap "Settings"

15. Scroll down to the “Mail” section, tap the toggle switches to turn off “Focused Inbox” and “Organize By

Thread”

To avoid duplicates, turn off Mail, Contacts, and Calendars from the native app (see images)
16. Tap the settings Icon
17. Scroll down and tap on “Mail”
18. Tap “Accounts”
19. Tap “Exchange”

20. Tap the toggle switches for “Mail, Contacts and Calendars” so they no longer sync with your iPhone

21. To the warning message “Are you sure...”, tap “Delete from My iPhone”

NOTE: You will now use the new Outlook app to view your Mail, Contacts and Calendar, and since you chose “Save Contacts to

my iPhone”, you will also be able to view the Contacts in the built-in (native) Contacts app.



How to Set up Your
Exchange Account

Tap the “Outlook” icon
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Add Another Account

Would you like to add another
account?

Maybe Later Let's Do It!

[Tap “Maybe Later” ]
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You may not get this
screen, but if you do,
tap “Skip”.

Add Account

L Skip

eecc0 VZW Wi-Fi & 8:33 AM R 94% 4

Add Account

Enter your work or personal email

rhonda.boudreault@vermont.gov

Add Account

Microsoft may email you about Outlook Mobile

Enter your email address
and tap “Add Account”
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Not Office 365

1] Office 365

Work or school account

I thonda.boudreault@vermont.gov
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| Enter your password
and tap “sign in”
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Focused Inbox

Switch between Mail,
Calendar, Files and
People
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Tap “Save to My iPhone”

Would you like to save your 173 Outlook
contacts to your iPhone?

Save to My iPhone

Cancel
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How to turn off the
Focused Inbox and
Organize by Thread
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In the “Mail” section, tap
the “Focused Inbox” and
“Organize By Thread”
toggle switches to disable
them.

Mail

Notifications

Scheduled
features Default rhonda.boudreault@ver...
P—— 12:06 PM R
Note: The “Menu” LY Deleted ltems Signature Get Outlgp=&qr i0S
button is only Junk Email Swipe Options  Schedu hive
~ | visible while in Folde Tap “Settings” Focused Inbox (2) ()
Mail or Calendar ~ =
\E) Organize By Thread L_/
. N | ) Intune
D L Calendar
Mail Calendar Files People o
sse00 Verizon T 9:05 AM 3 90% mm sssco Verizon 7 9:05 AM 3 90% W}
Settings £ Settings Mail

Tap “Settings”

How to turn off Mail,
Contacts and Calendars
from the Native App
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Tap the toggle switch

to stop syncing to
your iPhone
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Mail Days to Sync 1 Week

Automatic Reply Off

Tap “Delete from
My iPhone”

Are you sure you want to continue? All
Exchange contacts will be removed from
your iPhone.

Delete from My iPhone

Cancel




